
Click on the ‘File 
Maintenance’ button to go to 
the on-line file maintenance 
worksheet.
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File Maintenance PageFile Maintenance Page

• This page allows you to establish new 
debts, 

• Change the balance of existing debts, 
• Change the address of an existing debt, 
• Inactivate an active debt, or 
• Activate an inactive debt.



This is the on-line 
“worksheet”, which 
allows you to upload file 
maintenance one record 
at a time.



Enter all of the required 
information for the 
transaction you wish to 
perform (see the User 
Manual for more details) 
and click the ‘Submit’
button.



This brings up the ‘Verify File 
Maintenance’ page. Click ‘OK’
if you are satisfied the 
information you entered is 
correct.



This takes you to the ‘File Maintenance 
Confirmation’ page, which tells you that 
your transaction was successfully submitted 
and gives you the option of going back to 
the ‘File Maintenance’ page (click ‘OK’), or 
going to the ‘Main Menu’ page (click ‘Back’).



But if you weren’t satisfied 
with the information you 
entered, click the ‘Edit’ button 
to return to the worksheet and 
make changes.



Click the ‘Reset’ button to clear 
all the information previously 
entered, or just type over the 
specific information you wish to 
change.


